Adding Issues

On Notice Screen:

Right Mouse click on the Main Toolbar and choose Issue Functions or click on the button labeled Issue Functions
On Issue Header Screen:

Specify Product

Specify Product Area

Specify Product SubArea

Change Found-by User if necessary

Validate and/or change defaulted:


Priority


Rank Order


Type


Status


Assigned-to User

Enter if needed:


Related to (similar existing issues)

External # (number with which the client tracks the issue)

When Found (enter if different than today)

Issue Abstract (headline of the issue for management reports and E-mail notification)

Issue Description (full description of the issue that may be cut and pasted form other applications)

Custom Data (enter appropriate data in all fields that apply.  These fields may be searched on.  Custom Data is product specific and may not always be present)

To Process Your Issues

Search on Issues assigned to you

Click on View Grids Button

While scrolling through the Issue Header grid, (top grid), accept issues as desired

To view text of issue, double-mouse click on the status of the latest phase grid and enter additional text as desired on right

To assign an issue to an associate, specify new status and to whom the issue is to be assigned

Save using the Save icon

Retrieving Issues
From Toolbar on Issue Header Screen:

Select Load icon (empty file folder) or choose Load from the File menu

Check off boxes for fields that you want to search on and change data related to them (including information in the Extended Info tab that becomes available when in Search mode)

From the Extended Searching tab, select any additional search criteria

Click on the search button on the Main Toolbar

To view issues via the grids, click on the View Grids button

To accept issues, left-mouse click on the Accept button and then save, or, right-mouse click on the Accept button to both accept and save it

Producing Reports

From any screen:

Right-mouse click on main toolbar

Select Reports from menu

From menu on Reports screen, select desired report

Click on Change Report Parameters button

Enter report parameters and accept as completed using Accept button

When all parameters are entered and accepted, click on Back button

Click on Generate Report button

Storing Report Parameters
While on the Reports Screen:

From reports menu, select desired report

Click on Change Report Parameters button

Enter report parameters and accept as completed

When parameters are entered and accepted, click on File menu

Choose Save as Named Parameters option

Name the set of parameters

Hit the Save button

Click on the Back button

Deleting Report Parameters

Select desired report and named parameter

Click on Change Report Parameters button

From File menu, select Delete Named Parameters

Basic Navigation
Right-mouse click on the top toolbar between the Exit button and the ? for drop down menu

(You will not have access to the shaded items)

Changing Passwords

 On the Notice screen, select Change Password from the File menu

Enter old password

Enter new password

Re-enter new password

Click Change Password button

Setting User Preferences

(Function establishes standing defaults by user)
Preferences Tab:

Select any applicable preferred company, product, group, user mode, and user sort

Choose to view issues in grid form if desired

Start Mode Tab:
Select start mode and when to view notices

Style Tab:

Select your font and font options

Notifications Tab:

Choose Long, Standard or No Notification

Badger Factor: This specifies how many times a user will get notified if a call misses a specified required date

Set the User Notification Profile if there are instances where a user needs more than standard notification on a type of issue
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